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( PERSONNEL MANAGEMENT SPCLT I, I, 11, IV, V, &WV)

Basi ¢ Educati on/ Experi ence Requirenents:

Graduation froman accredited four (4) year college or
university with a bachelor's degree. Excess work experience as
descri bed under the Specialized Experience bel ow or any ot her
progressively responsi ble adm nistrative, professional or other
anal ytical work experience which provided know edge, skills and
abilities conparable to those acquired in four (4) years of
successful study while conpleting a college or university
curriculumleading to a baccal aureate degree nay be substituted on
a year-for-year basis. To be acceptable, the experience nmust have
been of such scope, level and quality as to assure the possession
of conparabl e knowl edge, skills and abilities.

The education or experience background nust al so denonstrate
the ability to wite clear and conprehensive reports and ot her
docunents; read and interpret conplex witten material; and sol ve
conpl ex problens logically and systematically.

Experi ence Requirenent:

Except for the substitutions provided for in this
specification, applicants nust have had progressively responsible
experience of the kind and quality described bel ow

Staff Spclt
Speci al i zed or Supvry Adni n Tot al
Exper Exper Exper Exper

Class Title (years) (years) (years) | (years)
Personnel Mgnt Spclt | 0 0 0 0
Personnel Mnt Spclt 11 1/ 2 0 0 1/ 2
Personnel Mynt Spclt 1-1/2 0 0 1-1/2
L1




Personnel Mnt Spclt |V 2-1/ 2 0 0 2-1/ 2

Personnel Mgnmt Spclt V 3-1/2 * 0 3-1/2

Personnel Mgnt Spclt WV 3-1/2 1 0 4-1/2

Speci al i zed Experience: Professional work experience in one
or any conbi nati on of personnel nmanagenent functions; i.e.,
recruitnment, placenent, exam nation, position classification, pay
or wage adm ni stration, enployee managenent relations and servi ces,
enpl oyee devel opnent, personnel program devel opnent and servi ces,
| abor relations, and personnel research.

Such experience nust show ability to deal satisfactorily with
fell ow workers and/ or operating personnel, to recognize problens in
t he operation of a personnel program and to suggest practical
solutions, and otherwi se to accept responsibility in the field of
personnel adm nistration. Cerical or technical experience in a
per sonnel programinvolving work which is limted to the
application of personnel rules, regulations and procedures in
support of the personnel functions described above is not
qgual i fyi ng.

For levels Ill and 1V, at |east one (|I) year of the experience
must have been conparable to the next lower level in the State
servi ce.

For levels V and VI, at |east one (lI) year of the experience
must have been conparable to the fully independent worker or
journeyman | evel in the State service.

Staff Specialist or Supervisory Experience: Applicants for
Per sonnel Managenment Specialist VI nust have had either staff
speci ali st or supervisory experience of the type and quality
descri bed bel ow

A Staff Specialist Experience: Personnel managenent
speci al i st experience perform ng work regularly
enconpassing difficult and conpl ex situations and
problens in a given personnel specialty with
responsibility for furnishing advisory services to
managenment in the overall aspects of program devel opnent
and eval uation; or personnel nmanagenent speciali st
experience perform ng extensive and intensive work in a
gi ven area of specialization, working on the nost conpl ex
and difficult assignnments in the areas of program
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devel opment and eval uati on, devel opment of new and

revi sed procedures, review of working situations to be
sure that departnents are follow ng guidelines for sound
personnel practices, recomrendi ng |egislation or studying
i npact of proposed |egislation, and engagi ng in personnel
research ainmed towards inproving the personnel system

B. Supervi sory Experience: Experience in the field of
per sonnel managenent which included (I) planning and
directing the work of others; (2) assigning and review ng
their work; (3) advising themon difficult
probl em areas; (4) timng and scheduling their work; (5)
trai ning and devel opi ng of new enpl oyees; and
di sci plini ng them when necessary.

*For the Personnel Managenent Specialist V |evel, supervisory

aptitude rather than actual supervisory experience may be accepted.
Supervi sory aptitude is the denonstration of aptitude or potenti al
for the performance of supervisory duties through successful

conpl etion of regular or special assignnments which involve sone
supervi sory responsibilities or aspects; by serving as a group or
team |l eader, or in simlar work in which opportunities for
denonstrating supervisory capabilities exist; by conpletion of

trai ning courses in supervision acconpani ed by application of
supervisory skills in work assignnments; or by favorabl e appraisals
by a supervisor indicating the possession of supervisory potential.

Substi tutions Al owed:

Substitution of Education for Experience:

1. Possession of a bachelor's degree froman accredited
coll ege or university with a mninmm of fifteen (15)
senester credit hours of course work in personnel
adm ni stration, personnel and industrial relations or
human resources nmanagenent covering the recruitnent and
sel ection process; job evaluation; performance appraisal;
enpl oyee training and safety; personnel conpensation and
benefits adm ni stration; staffing process; organizational
devel opnent; |abor |aws and/or |abor relations nay be
substituted for six (6) nonths of specialized experience.

2. Possession of a master's degree from an accredited
coll ege or university in personnel admnistration,
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personnel and industrial relations or human
resources managenent may be substituted for one (1)
year of the specialized experience.

3. Possession of a Ph.D. degree froman accredited
coll ege or university in one of the fields
descri bed above nay be substituted for two (2)
years of the specialized experience.

Substitution of Staff Specialist/Supervisory Experience
for Specialized Experience: Excess supervisory or staff
speci al i st experience may be substituted for specialized
experience on a year-for-year basis.

Qual ity of Experience:

Possessi on of the required nunber of years of experience
will not initself be accepted as proof of qualification for
a position. The applicant's overall experience nmust have
been of such scope and | evel of responsibility as to
concl usively denonstrate that he/she has the ability to
performthe duties of the position for which he/she is being
consi der ed.

Sel ective Certification:

Speci al i zed know edge, skills and abilities nay be
required to performthe duties of sone positions. In such
positions, certification my be restricted to eligibles who
possess the pertinent experience and/or training required to
performthe duties of the position.

Agenci es requesting selective certification nust show
t he connection between the kind of training and/or experience
on which they wish to base selective certification and the
duties of the position to be filled.
Test s:

Applicants may be required to qualify on an appropriate
exam nati on

Physi cal and Medi cal Requirenents:
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Appl i cants must be physically able to perform
efficiently and effectively, the essential duties of the
position which typically require the ability to read w thout
strain printed material the size of typewitten characters,
gl asses permtted, and the ability to hear the conversational
voice, with or without a hearing aid, or the ability to
conpensate satisfactorily. Disabilities in these or other
areas will not automatically result in disqualification.
Those applicants who denonstrate that they are capabl e of
perform ng the essential functions of the position will not
be disqualified under this section.

Any condition which would cause applicants to be a
hazard to thensel ves or others is cause for disqualification

Any disqualification under this section will be nmade
only after a review of all pertinent information including
the results of the nedical exani nation, and requires the
approval of the Director.

Ment al / Enoti onal Requi renents:

Al'l applicants nust possess enotional and nental
stability appropriate to the job duties and responsibilities
and wor ki ng conditions.

This is an anmendnent to the m nimum qualification
specification for the cl asses PERSONNEL MANAGEMENT SPECI ALI ST
I, I, 11, 1V, V, and VI (PERSONNEL MANAGEMENT SPCLT |, |1
L1, 1V, V, &VI) which were approved on February 27, 1990.

DATE APPROVED: 2/23/93

SHARON Y. M YASH RO
Di rector of Personnel Services



